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FACILITIES Facilities Portfolio Management System (FPMT)

This job aid provides information for using FPMT to inactivate other assets.
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Overview

Step | Action Additional Information

1 Select status Select inactive for the status.

2 Select inactive reason Select reason for the status.

3 Update contracts For other assets with lease contracts and/or receivable lease

contracts, you will also need to inactivate the relevant contracts.

You will need to inactivate other assets when they are no longer obligated to the state. For example, if
the other asset is sold or transferred.
Information about inactive other assets will remain in FPMT but will not be included in reports that are
setup to include active other assets only.
If you created other asset records by mistake or created duplicate records, contact the OFM Help
Desk (HereToHelp@ofm.wa.gov 360.407.9100). The OFM FPMT administrator may be able to
delete the information instead of having the record show as ‘inactive’.

Other Asset - Inactivate
Use the search option to find the other asset so that you can update the status.

1. Select: Open. @ Data Explorer

Begin here to search, analyze, and drill down into your data

2 SeIeCt: SearCh' @History YF ter g: Selections
3. Select: Filter by. el
4. Select: Agencies.
_
5. Select: Refine by. _—"
6. Select: Agency Q) Fomceedsy
abbreviation. —‘

> !:PMT will di§play additional AT TrTener BarionsRiliustetion
options depending on your & [Ean =

search criteria. . D
7. Select: Your agency. >
8- SeleCt Search. Sample Agency

SEARCH Explain Clear All
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9. Select: Open. = Agenes
Q. A
Sample Agency
— Agency
—— Agency Number (3 Digit):
Agency Number (4 Digit): Open
Agency Abbreviation: J
10. Select: Other asset. s Other Assets
11. Select: Menu.
. QA
12. Select: Edit.
Sample
Other Asset
Emique Asset ID: Open\
Asset Type: Manage =
Asset Common Name
Select [% Documents (0)

@ Open 2 Photos (0)

o= Add g Reports

_ﬁ Delete
13. Select: Asset status. AssetStaius

Comment

14. Select: Save and close. SAVE AND CLOSE Cancel
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Other Asset Lease Contract - Inactivate
Use the search option to find the lease contract so that you can update the status.

When you inactivate the lease contract, any associated lease amendments, lease options, and lease
payments will automatically inactivate.

1.

5.
6.
7.

Select: Open.

Select: Search.

Select: Filter by.

Select: Other asset lease
contracts.

Select: Refine by.
Select: Lease number.
Input: Search criteria.

=> FPMT will display additional
options depending on your
search criteria.

8.

9.

Select: Search.

Select: Menu.

10. Select: Edit.

11. Select: Lease contract

status.

12. Select: Lease contract

inactive reason.

13. Select: Save and close.
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Data Explorer

Begin here to search, analyze, and drill down into your data

@ History Filter

In this example, we use search tools to filter by other asset lease
contracts and refine by lease number.

»n .
ABC
"
I@ Other Asset Lease Contractsl
-\

EA ] .
o Selections

Lease Number

0 Contains v I I
= @ Other Asset Lease Contracts
QA
Sample
Other Asset Lease Contract
E,Jnique Asset ID:] Manage o
. pen
t:ziz:lumber' Select [% Documents (0)
@ Open 3 [EZ] Photos (0)
+ Add m Reports
Tﬁ Delete
Lease Contract Status
Inactive - This lease contract is no longer active. - I
Lease Contract Inactive Reason I
Comment
SAVE AND CLOSE Cancel
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Other Asset Receivable Lease Contract - Inactivate

Use the search option to find the receivable lease contract so that you can update the status.

When you inactivate the receivable lease contract, any associated lease amendments, lease options, and
lease payments will automatically inactivate.

1. Select: Open.

2. Select: Search.

3. Select: Filter by.

4. Select: Other asset
receivable contracts.

5. Select: Refine by.

6. Select: Receivable contract
number.

7. Input: Search criteria.

= FPMT will display additional
options depending on your
search criteria.

8. Select: Search.

9. Select: Menu.
10. Select: Edit.

11. Select: Receivable contract
status.

12. Select: Receivable contract
inactive reason.

13. Select: Save and close.

FPMT Inactivate Other Asset

Data Explorer
Begin here to search, analyze, and drill down into your data

@ History O‘ Search Filter ‘é: Selections

In this example, we use search tools to filter by other asset receivable
contracts and refine by receivable contract number.

» .
@ Other Asset Receivable Contracts

ABC
iz W
I ~Ne—
Receivable Contract Number
Q

Contains - I I
— @ Other Asset Receivable Contracts
QA
Sample
Other Asset Receivable Contract
Elnique Asset ID: Manage A
Leasg Number: Select [%Documems (0) epen /]
Receivable Contract [ y
@ Open ; gl Photos (0)
+ Add Mﬂ_ﬂ Reports
'H' Delete
Receivable Contract Status
Inactive - This lease contract is no longer active. -

Receivable Contract Inactive Reason

vI

Comment

SAVE AND CLOSE Cancel
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